
Business Entity – Current Workflow
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Mail rejection letter with reason/s and return 
all the documents & payments to the customer

1) Enter a new filing in the application
2) Send receipts & certificates to the customer

Customer – Online application
1) Fills the form
2) Submits
3) Make payments
    Credit Card/
    Subscription account

Customer – Online application
1) Fills the form
2) Submits
3) Make payments
    Credit Card/
    Subscription account

Administrator
1) Check all the entered data
2) Approves
3) Rejects
4) Select the rejection 
     reason from the list

Administrator
1) Check all the entered data
2) Approves
3) Rejects
4) Select the rejection 
     reason from the list
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System
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for rejection. It also refunds 
the statutory fees 
electronically.
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for acceptance

Customer – Online application
1) Print certificates/Articles
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Note –
· System should have capability to have electronic seal stamp.
· All filings should have the ability to have Review Queue. SOS can select which 

ones to go for Review Queues and in future the Business Administrator can 
change this based on the needs.

Business Entity – Future Workflow

Reception BE Clerk

Customer sends 
filing in mail

Customer - walkins

1) Forms
2) Supporting Docs
3) Cheque/ Money Order

1) Forms
2) Supporting Docs
3) Cheque/ Money 
     Order/Credit Card

Business Entity – Web Application
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Email rejection letter with reason/s and return 
all the documents & Payments (TBD)

1) Enter a new filing in the application
2) Send: If email is entered, system automatically sends ACK/Rec via 

email. If no email entered then system prints the certificate/receipts for 
mailing. System should be capable of turning on/off this feature by 

Business Administrator

Customer – Online application
1) Fills the form
2) Submits
3) Make payments
    Credit Card/
    Subscription account

Customer – Online application
1) Fills the form
2) Submits
3) Make payments
    Credit Card/
    Subscription account
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Sends transaction 
acknowledgment, 
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Customer email id Customer – Online application

1) Print certificates/Articles

Customer – Online application
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Email rejection letter with reason/s and return 
all the documents & Payments (TBD)
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Use Case – Record Modifications

Use Case – New Filing Type

Use Case – Business Close Out

Current Business Entity Paper (Desktop Application) – Activity Flow Diagram
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Use Case – Mergers

Use Case – Assumed Business Name

Current Business Entity Paper (Desktop Application) – Activity Flow Diagram (Contd.)
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Use Case – Filing With No Fees

Use Case – Applications for Reinstatement

Use Case – Resignation Of Registered Agent

Current Business Entity Paper (Desktop Application) – Activity Flow Diagram (Contd.)
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name
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Certificate
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Online Filing Process

Note
1)  In future, Administrator can assign work items from queue to respective clerks.
2) In future, the system should allow upload document functionality.

Customer initiates 
the filing process

Review
System triggers 
work queues for 

Clerks

Select/Type rejection 
reasons
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System sends approval 
email with hyperlinks to 

download certificate

System generates 
rejection letter & sends 
email to the Customer

Current Business Entity Online

System sends email to 
customer with login 

credentials to complete 
online application in future

Approve
Customer submits 

the application

Payment collect 
(Subscription 

Account/ Credit 
Card)

System returns the 
Statutory fees

Customer can use the 
same transaction ID to 

login, make corrections in 
the application &

 resubmit it

Some transactions hit directly the database &do not require work queues
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Online Supplemental Filing Process

Note – System should show limited filing types if you are not current with Business 
Entity reporting

Customer 
initiates the 
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filing process

Review

System 
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Reporting Needs – Should be modular and can create report on real time on basis of 
selected file type or data

Current Business Entity Payment Options

Payments

Online Paper

Subscriptions 
Account

Credit Card Checks Cash converted 
to Quick Receipts

Pre-paid accounts

Credit Card

Waiver Wire Transfer

Business Entity Reports

1) Transaction daily/monthly/annually reports ( online & paper)
2) Reports by filing types, by Users & by period of time
3) Reports for pre-paid accounts
4) Reports by payment types
5) Reports by Active Entities and Lapse Entities
6) Reports by Employee filing

Transaction Recording

1) Who filed it?
2) Who review it?
3) What is the filing date?
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